UNI TED STATES MARI NE CORPS
HEADQUARTERS AND SERVI CE BATTALI ON
MARI NE CORPS BASE
QUANTI CO, VIRG NI A 22134-5043

BnO 1700.4C w Ch 1

B 07-4
28 Feb 00
BATTALI ON ORDER 1700.4C w/ Ch 1
From Conmmandi ng O ficer
To: Di stribution List
Subj :  PROCEDURES FOR BATTALI ON SPECI AL SERVI CES
Ref : (a) MCBO P1700. 1A
Encl: (1) List of Battalion Special Services Gear
(2) Sanple Request for Lunga Picnic Area Reservation and
Fee Wi ver

(3) Sanpl e Request for Recreation Funds
(4) Party Request Procedures

1. Purpose. To provide instructions and information regarding
special services within this O ganization.

2. Cancell ati on. BnO 1700. 4B.

3. Background. The m ssion of Battalion special services is to
assi st Marines of this Organization in the utilization of Marine
Corps Comrunity Services (MCCS) support and facilities. All

speci al services activities are under the admnistrative, financial
and operational control of the Special Services Oficer and will be
perfornmed per the reference.

4. Functions and Responsibilities

a. The Special Services Oficer for this Organization wll:

(1) Serve as a special staff officer and advise the
Commandi ng O ficer on the organi zati on and conduct of the speci al
servi ces program

(2) Supervise the admnistration of all appropriated and non-
appropriated funds and the mai ntenance and accountability of
all MCCS property.

(3) Act as liaison between the Battalion Commander and
Battali on MCCS Area Coordi nator.
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b. The Special Services Nonconm ssioned Oficer (NCO wll:

(1) Assist the Special Services Oficer in the adm nistration
of the special services issue point, to include the issue, recall and
mai nt enance of all property and equi pnent.

(2) Maintain the account |edgers for all appropriated and non-
appropriated funds, subject to the approval of the Special Services
Oficer.

c. The Battalion MCCS Area Coordinator will:

(1) Be an enpl oyee of MCCS.

(2) Serve as the liaison between the O ganization and MCCS for
t he support of unit and section function.

(3) Provide expert know edge and insight into the avail able
fundi ng, equi pnment, and service support capabilities of MCCS.

5. Battali on Recreational Facilities

a. Al Battalion recreational equipnent is for use by
Headquarters and Service Battalion personnel only. See enclosure (1)
for special services gear avail able through the Special Services NCO

b. Al Departnent of Defense authorized personnel may use the
Battalion Fitness Center on an "as avail able" basis. The Battalion
Fitness Center is located in Building 2006 and is avail able 24 hours a
day through the Area O ficer of the Day. Unit organized PT sessions
may be schedul ed by contacting the Special Services NCO at | east one
week in advance.

6. Responsibilities of Patrons. Personnel using special services
activities and equi pnent wl|l:

a. Read, understand and abide by the instructions for the
activities.

b. Be responsible for the danage caused by thensel ves, their
famly nmenbers and guests.

c. Treat equipnment in a responsible and mature manner, returning
it by the date due in the sane condition as when checked out.

7. lssue and Return of Equi pnent

a. Athletic and recreational equipnent will be issued to
Battal i on personnel for periods not to exceed the tinmes specified in
the foll ow ng schedul e:
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At hl etic Equi prment: three working days.
Party Equi pnent: one week.
Bi cycl es: one working day

b. Personnel will sign for all equipnent issued. Personnel who
are delingquent in returning equipnment will be contacted by a
representative of special services and rem nded of the existing
del i nquency. Additional rem nders will be via the respective conpany
conmander .

c. Personnel found to be negligent in the |oss or damage of
property will be required to replace the property and/or shall be
subject to disciplinary action as may be prescribed by the Conmandi ng
Oficer.

8. Funds, Property and Requisitions. The adm nistration of allocated
recreational funds, records, control of property and requisitioning
will be per the reference. The Special Services Oficer will oversee
property control records on all nonexpendable itens of special

servi ces equi pnment | ocated outside the i mediate Battalion area.
Responsi ble officers will be appointed by all Battalion activities
mai nt ai ni ng MCCS equi pnent in |ocations other than Buil dings 2001,
2003, 2005, and 2006. Responsible officers will ensure that al
property is accounted for and kept in a good state of repair and
police. Property control records will be signed by the responsible
of ficer quarterly, when there is a change of responsible officer, or
when a new MCCS property listing is produced.

9. Intranmural Sports Conpetition. Battalion personnel are encouraged
to participate in intranmural sports. Regulations governing intranura
sports participation are contained in Marine Corps directives in the
1700 seri es.

10. Funding of Unit/Section Parties

a. Conpani es and/or sections w thin Headquarters and Service
Battalion are authorized to have parties at specific areas as
authorized by the Director, MCCS. Sanple requests for reserving
recreation areas and fee waivers are provided in enclosure (2).

b. Non-appropriated funds are allotted fromthe Conmandi ng
CGeneral to support unit/section parties. The Battalion Speci al
Services Oficer is responsible for the distribution, control and
accountability of these funds. Conpany commanders wi |l ensure an
equi tabl e distribution of non-appropriated funds within their
conpani es. No conpany funds will be processed w thout the respective
conpany commander's endor senent.
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11. Party Requests

a. Each conmpany will appoint a special services representative to
process party requests.

b. Al party requests will be submtted via the appropriate
conmpany commander in the format provided at enclosure (3). Procedures
for submtting these requests are contained in enclosure (4).

c. Alcoholic beverages MAY NOT be purchased with special services
f unds.

d. Special services funds may only be spent at vendors approved
by MCCS. Those vendors include any MCCS activity on MCB, Quantico and
Samis Club in Wodbridge, VA, For Samis O ub purchases, a detail ed
shopping list nmust be provided to MCCS and only itens on the |ist may
be purchased. |If funds are requested for a conm ssary purchase, then
t he funds nust be spent at the comm ssary only.

e. Each request nust be submitted at | east seven working days
prior to the date for which the party is schedul ed.

f. Each request submtted nmust designate an officer or staff NCO
who will be responsible for arranging for the unit/section party and
acting as the point of contact for the party. The request nust have
full name, social security nunmber, and work extension of the person to
whom t he check is to be made. Each request will also indicate who
will be the senior Marine present at the party. The follow ng are the
specific responsibilities of the senior Mrine present:

(1) Ensure that proper decorum and conduct are mmintained
during and after the party.

(2) Remai n sober throughout the conduct of the party and
ensure that persons attending are capable of safely returning to their
gquarters on their own or are properly escorted to ensure their safety.

(3) Ensure that the surrounding area is properly policed upon
conpl etion of the party.

g. Ensure that all receipts and noney not spent are turned into
t he Special Services NCOw thin three working days after the party.

R BARRY CRONI N

D STRIBUTION: A
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HEADQUARTERS AND SERVI CE BATTALI ON
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B 07-4
20 May 02
BATTALI ON ORDER 1700.4C Ch 1
From Conmmandi ng O ficer
To: Di stribution List
Subj: PROCEDURES FOR BATTALI ON SPECI AL SERVI CES
Ref : (a) MCO 5215. 1H
Encl: (1) Page replacenent "List of Battalion Special Services CGear”

1. Situation. To direct pen changes to the basic O der.
2. Execution

a. Add the followi ng sentence at the end of paragraph (5b) "Unit
organi zed PT sessions may be schedul ed by contacting the Speci al
Servi ces Non- Comm ssioned O ficer at |east one week in advance."

b. Add the follow ng phrase at the end of paragraph (7a) under
"Party Equi pnent: one week", "Bicycles: one working day".

c. Replace the old enclosure (1) with the new page.

d. Filing Instructions. File this Change transmttal inmmediately
behi nd the signature page of the basic Oder.

3. Command and Signal. This Change is effective date signed.

S. J. CONBOY
Acting

D STRIBUTION: A
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Servi ces Gear

1. The following is a list of gear avail able through Headquarters and

Service Battalion Special
first-cone,

Athletic lItens

Services. This gear can be checked out on a

first-served basis:

Recreation |tens

Bi cycl es Drink D spenser
Vol | eybal | Net Cof f ee Brewer
Sof t bal | Gear Cool ers
Basket bal | s Met al Tubs
Footbal | s

Soccer Balls

Vol | eybal | s

Fl ag Foot bal | Equi pnment

Hor se Shoes

Fri sbees

Raquet bal | Racquets and Balls

2. The follow ng gear

Tabl es
Chairs
Canopy

i s avail abl e through MCCS:

Gills and BBQ Uensils

Moon Bounce
Dunk Tank

Cotton Candy Machi ne

Snow Cone Machi ne
Popcorn Machi ne

3. The Speci al

Services Oficer and NCO can be reached at extensions

4447/ 48. The MCCS Coordi nator can be reached at extensi on 3552.

ENCLOSURE ( 1)
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Sanpl e Request for Lunga Picnic Area Reservation and Fee Wi ver

HEADI NG

1710
Code
Dat e

From Head, Operations and Studies Branch

To: Manager, Lunga Reservoir

Vi a: (1) Commandi ng O ficer, Operations Conpany

(2) Special Services Oficer, Headquarters and Service
Battalion
Subj: REQUEST FOR LUNGA PI CNI C AREA RESERVATI ON AND FEE WAl VER
1. It is requested that the Al Hands Pavilion at Lunga Reservoir be

reserved for Qperations and Studies Branch on 20 July from 1100 to
1700 for a section picnic. Since this picnic is a unit event, |
request that the fee be waived.

2. Point of contact is SSgt Waters at extension 4-4447.

S| GNATURE

SECOND ENDORSEMENT

From Special Services Oficer, Headquarters and Service Battalion
To: Manager, Lunga Reservoir

1. Forwarded for approval.

SI GNATURE

ENCLOSURE ( 2)



BnO 1700. 4C
28 Feb 00
Sanpl e Request for Recreation Funds
HEADI NG
1700
Code
Dat e

From Head, Operations and Studi es Branch
To: Speci al Services Oficer, Headquarters and Service Battalion
Vi a: Commandi ng O ficer, QOperations Conpany

Subj: MCCS RECREATI ON FUNDS
Ref : (a) BnO 1700. 4B
1. Per the reference, it is requested that this section be authorized

$50. 00 for a section party to be conducted on 11 June 1991 at Lunga
Picnic Area.

2. The responsible party will be GySgt WlliamT. Smth 234 56 7896
at extension 4341. Mke the MCCS check payable to GySgt Smth.

3. It is certified that the designhated O C has read and under st ands
t he provisions of the reference.

S| GNATURE

ENCLOSURE ( 3)



BnO 1700. 4C
28 Feb 00

Party Request Procedures

1. Al party requests nust go through the conpany office.
2. Each request nust have a section and conpany endor senent.

3. Al authorized conpany representatives nust bring the request to
S-4 for the Special Services Oficer to approve.

4. Once the request is approved by the Special Services Oficer, it
will be delivered to the fund custodi an at MCCS.

5. Once the request is approved by the fund custodi an, the conpany,
upon notification fromspecial services, will recover the request and
any funding from MCCS and forward it to the requesting section.

6. The authorized representative fromthe requesting section can then
purchase the required itens. Al paperwork will be filled out and
signed. The section is not authorized to exceed funds approved.

7. The authorized conpany representative will bring all receipts and
paperwor k back to special services to be copied and fil ed.

8. The Special Services NCOw Il then take the original receipts back
to the MCCS fund cust odi an.

ENCLOSURE ( 4)






